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STATE - k OFFICE OF ARCRETARY OF STATE

- oF Apphcation for : PAGE

DEPARTHERT OF ARCNIVES & EIBTORY

 GEORSIA RECOBDS DISPOSITION STANDARD . | )

RECORDS MANAGEMENT DIVISION

]_ Application Date
Lrp2-7X
2, Agency Applicctian ¥o. '

M5 /¢

3 AGENCY, Division, Subdivision & Ad-inioterlng Oftice Addreal

State Merit System
Personnel Transactions Division
244 Washington Street, S. W.

Atlanta, Georgia 30334
KEI ON REQUESiED ) N ) L L )
ESTABLISH DISPOSITION STANDARD, ) D " DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE - NO FURTHER ACCUMULATION ANTICIPATED.

UIRS7RUCTIONS:  See saparate instructions for eonplctton ofl YOR RECORDS MAKAGEMENT bxvtsxon uaE :
Date chtlved . Applicttlon No. Date Completed

1Y 24 |m /{z MAY 25 1972

.Pergon to Contact

:frant and rcvcrhc af thta fbrn 7 Sigu ortg{nal und evo aopiat

:-ld foruard to Depariment of Arahtvcn cnd xsatory, Atecnzion

Rrecords Mandgdncut off£c§r

‘H. W, King

.Horging Title
Asst, Division Dir.

Tel. Wo.

656-2730

JEXACT SEMYZS TITLE R : !
Merit System Offlcial Reglster Files
1943 to date effrtta%—ﬁegtsfer L :

1_() Vhat functloa performed resulted in creation of this series

Inclusive Daten
-

The Merit System Act directs that after each competitive examination the Director shall prepare
a register of persons with passing grades., Further provisions are made for the establishment
of a register for use in making competitive promotions, and for a promotional examination for
use in non-competitive promotions. Each application for an examination, and the final results
of that application, are put onto the computer tape on a daily basis. On the first work day of
each month, a printout, by class number, is made showing every applicant for examination, and
the final results, during the past month, This printout is verified, and filed by class number
in the Official Register File, This is the hard copy of the’ 1nformat10n from which registers,
and the individual certlflcates of eligibles, are compiled

J_]_‘Bgscn:pmzo: OF SERIES - Include Form No. & Porm Title, if any
L ] .

Official Record of each person applying for an'examination and the results thereof.

2. EQUIPNERT OCCUPIED Wo. of Drevers { Cu. Ft. of Records No. of Dravers 2
Letter-size Tile Draver : AWSUAL BATE OF ACCUMULATION 1
- . . ) ) .
: 9 12 2 i 3
’ - . .
' - ) * In Office{s) In Storage Area(s)
Legal-wise File Dravers Flcor Bpace pccupigd (squnfq_fgetl 3{1
o :
- This PrecedingflAll Prior
. By Annual Accumulation v ' 1
. + . . : Year's Year's Year's Yeara'
Microfilm 1943 to 1958 1 ;;.j___;;,
AVERAGE DAILY REPERENCES
State Records Center , ‘ 17 I ' 10 5 - --
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‘ - » L o ", .c.-
QUESTIONNAIEE Pig;eo t_:T:"' tn 'u.‘jnf; column. If snever ia "IES," plesse upln'inm,—_,_‘_———_-_—_“F R YEW i

13. Is this the Record Copy of the Beries? - - O SRR . S
1k, Is there a duplicaxion of this series in another office or agency? Lo g B %
15. Is the information contained in thls series ever summarlzed or publlshed? N R 0|
Totals summarized monthly for statistical purposes. _ . , ;

16. Does the series contain clessified information requiring security handling? S I B .

-

17, Does the serles document policies and procedures of agency's operatlon or function? (1 [

18, Could the function be perfbrmed 1f the files were lost or destroyed? B ' R 1]
19. Is the series {or major portion of 1t) regularly microfllmed?' If yes, why? | 1 3
20. Does the record series prévide data as input to an EDP file? : | []V 3
21. Does the record series contain documentation produced as EDP printout? 2 []
22. Is the series affected by Federal or grant funds? ' _ Iﬁ []
25; Will there be a need fbr these records lO 15 years from now? If yes, what? | 1 [] [ﬂ

Qh. REQGIREMENTS. The folLowlng requires the files to be kept indeflnite;yearsf

.&. [ISTATE 'b.[]STATuTE OF c.[]AUDIT , _d.[]FEDERAL _*e.[]ADMINISTRATIVE f.[ JHISTORICAL
. Law LIMITATION PERIOD . LAW , DECISION - "~ VALUE

' (Cite Law, Statute, or other reason for the retention requirement)
Merit System Act (Act 12 approved 3/10/71 as ammended) as contained in Merit System Rules and
Regulations paragraph 3.803. Rules may be ammended by the State Personnel Board.

of each -[]CALENDAR YEAR -[{FISCAL YEAR ~[]JOTHER . o - ,then:

A.[)Destroy immediately after cut off. -
'B.[MHold in current files area - month(s)/ 2  year(s), then:
1 [)Destroy.
2 [JTransfer to records center; hold year(s), then:
- a [Destroy.
" b []Trensfer historical material to Archives;
destroy remainder.
3 []Destroy after sudit (or __year(s) after audit).
C.[JHold in current files ares indefinitely.
D.[]JHold in current files area year(s), then transfer to Archives permanently.

E.[]other
(Indicate briefly rationale for recommendations above/or write additional remarks):
- | Attached
i

25, AGENCY REEﬁﬁﬂEﬁbATIONS.- This agency recommends that the file series be cut off at the end

ATTACH SAMPLES-OF THE SERIES WHEN POSSIBLE)
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: KBXIONBIRIHELS Dept. of Audits | .
in Paragraph 25 ﬁ}A/;;proved []D1sapﬁroved : Ve 2 -7
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. are: Mﬁ:ﬁﬁved ]Disapproved @W (LA G291
- H g A L Date )
pgroved []Dtsapproved 7. Y] Jclﬂ?
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REMARKS .

, . - /

Registers are valid for two years. HEW requires records be
kept for a maximum of five years for audit purposes. Examination
grades are valid for 5% years for non-competitive promotion purposes.
Six year retention will meet all of these requirements,




